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Maintensnce of sccounting records for Confidential Funds including
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g of unvouchered perémel; agents, contract employees,

Auddt and cost reporting of contracts with varicus indudbrial firms.

Treinee personnel recrulting Por overseas assigament.
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CENTRAL INTELL IGENCE AGENCY

OrfFiceE OF THE .COMPTROLLER

ORGANIZATIONAL CHART

COMPTROLLER'S
OFFICE

TecHNICAL ACCOUNTING
STAFF

PROGRAM ANALYSIS
STAFF

BuogeT DiIVISION

FiscaL DivisioN =

FiNANCE Diviston

MacH!NE RECORDS
DivisioN
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CENTRAL INTELLIGENCE AGENCY

OFF ICE OF THE COMPTROLLER

AGENCY,.

TECHNICAL ACCOUNTING STAFF

DIRECTS AND SUPERVISES THE DEVELOPMENT AND ADMINISTRATION
OF THE OVERALL BUDGETARY AND FINANCIAL PROGRAM OF THE

CONDUCTS NECESSARY LIAISON WITH OPERATING OFFICIALS, THE
BUREAU OF THE BUDGET AND OTHER GOVERNMENT AGENCIES.

PLANS AND RECOMMENDS THE ESTABLISHMENT OF AGENCY FINANCIAL
AND BUDGETARY POLICY AND PROCEDURES (1N COORDINATION
WITH OTHER AGENCY OFFIiCIALS).

PERFORMS SIMILAR FUNCTIONS PERTAINING TO NSC OPERATIONS,

PROGRAM ANALYSIS STAFF

25X9A2

REPORTING PROCEDURES

25X9A2

DEVELOPS AND INSTALLS THE NECESSARY]
ACCOUNTING SYSTEMS AND FINANCIAL

DEVELOPS AND MAINTAINS[EFFECTIVE
PROGRAM AN‘ FLNANCIAL ANALYSIS
AND PREPARES [AND DISTRIBUTES
APPROPRIATEL{{ANALYTICAL REPORTS
AND STATEMENTS.

BupgeT Division

FiscaL Division

Finance Diviston

-
MacHINE RECORDS Division

DEVELOPS AND ADMINISTERS AGENCY BUDGETARY
PROGRAMs . = -
RES THE AGENCY'S ANNUAL BUDGET ESTI=
. £S FOR BOTH VOUCHERED AND UNVOUCHERED
FUNDS.

CONTROLS AND ALLOTS ALL FUNDS AND ASSISTS
ALL ORGANTZATIONAL COMPONENTS OF THE
AGENCY IN PROGRAMMING THEIR REQUIREMENTS.

PROVIDES BUDQETARY AND STATISTICAL DATA FOR
THE BUREAU OF THE BUDGET FOR ALL TYPES OF
FUNDS.

MAINTAINS WORKING LEVEL LIAISON WITH THE
BUREAU OF THE BUDGET AND OTHER AGENCIES
AND DEPARTMENTS.

MAINTAINS OVERALL ACCOUNTING REGORDS FOR
ALL AGENCY FUNDS AND DETAILED ACCOUNTING
RECORDS FOR VOUCHERED FUNDS,{INCLUDING THE
PREPARATION OF MONTHLY OBLIGATION AND

L EXPENDITURE REPORTS.

AUD1TS ALL VOUCHERED EXPENDITURES COVERING
MISCELLANEOUS CLAIMS, TRAVEL AND INTER-

| AGENCY TRANSFERS.

EFFECTS DJSBURSEMENT OF ALL VOUCHERED ClA
FUNDS; [MAINTAINS APPROPRIATE CONTROLLING
RECORDS AND PREPARES REPORTS TO THE Dis—
BURSING OFFICE, U. S. TREASURY AS

) REQUIRED, .
PREFPARES PAYROLUG AND/MAINTAINS RELATED
| EMPLOYEE RECORDS.,
" CONDUCTS WORKING LI1AISON WiTH GENERAL
" ACCOUNTING OFFICE AND TREASURY DEPARTMENT
"PERFORMS SIMILAR FUNCTIONS PERTAINING TO

NSC OPERATIONS,

ADMINISTERS AND SUPERVISES UNVOUCHERED
FINANCIAL OPERATIONS, INCLUDING RECEIPT,
CUSTODY, USE OF AND ACCOUNTING FOR SUCH
FUNDS, BOTH WITHIN AND OUTSIDE THE CON-

TINENTAL LIMITS OF THE UNITED STATES.

DEVELOPS AND APPLIES TABULATING MACHINE
TECHNIQUES IN THE KEFPING OF RECORDS,
PRIMARILY IN THE ADMANISTRATIVE FIELD,
LOOKING TOWARD THE ELIMINATION OF
MANUAL METFHODS WHEREYER POSSIBLE,
EFFECTING DOLLAR ECOMOMIES AND INCREASED
EFFICIENCIES, AND PERMITTING THE PRO=-
DUCTION OF SUCH REPORTS AND INFORMATION
AS MAY BE REQUIRED FOR GOOD ADMINISTRA-
TIVE MANAGEMENT, FOR AUDITING, AND
FUTURE PLANNING PURPOSES.
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GE———
CENTRAL INTELLIGENCE AGENCY
DepuTy DIRECTOR (ADMINISTRATION)

OFrFi1ceE OF THE COMPTROLLER

FUNCTIONS: THe OfFF1ce oF THE COMPTROLLER 1S RESPONSIBLE FOR THE-DEVELOPMENT AND ADMINISTRATION OF THE
OVERALL BUDGETARY AND FINANCIAL PROGRAM OF THE AGENCY. THIS INVOLVES THE DEVELOPING AND JUSTIFYING

10 THE BUREAU OF THE BUDGET AND THE CONGRESS ANNUAL BUDGET ESTIMATES; FORMULATING AND ADMINISTERING

A PROGRAM OF BUDGETARY EXECUTION TO ASSURE THE PREVALENCE OF A BALANCED RELATIONSHIP BETWEEN FUNDS

AND ACTIVITY REQUIREMENTS TO ACCOMPLISH AN ORDERLY AND EFFECTIVE PROGRAM OF EXPENDITURE; PROCURING
THROUGH COVERT AND SEM!-COVERT CHANNELS AND PROCEDURES THE ANNUAL APPROPRIATIONS MADE ON BEHALF OF ClA;
ESTABLISHING ACCOUNTING AND FINANCIAL POLICIES AND PROCEDURES AND OTHERWISE PROVIDING STAFF ADVICE TO
THE AGENCY ON ALL RELATED MATTERS TO INSURE THE ESTABLISHMENT AND MAINTENANCE OF APPROPRIATE CONTROLS
AND REGULATIONS WITH RESPECT TO ACCOUNTING AND AUDIT MATTERS; AND SUPERVISING THE USE OF BOTH VOUCHERED
AND UNVOUCHERED FUNDS FOR AGENCY WORLD-WIDE ACTIVITIES AND OTHER FINANCIAL MATTERS: INVOLVING AGENCY
POL1CY AND PROCEDURE W1TH OTHER APPROPRIATE OFFICIALS CONCERNED W!TH INTERNAL MANAGEMENT PROBLEMS.

THE OFFICE OF THE COMPTROLLER MAINTAINS CLOSE LIAISON WITH ALL OFFICES WITHIN THE AGENCY IN
CONNECTION WITH PROCEDURES INVOLVING THE INTERNAL ADMINISTRATION OF BUDGETARY AND FISCAL AFFAIRS.
EXTERNAL BUDGETARY AND FISCAL ACTIVITIES REQUIRE COORDINATION AND LIAISON WiTH COMMITTEES OF CONGRESS,
THE BUREAU OF THE BUDGET, TREASURY DEPARTMENT, GENERAL ACCOUNTING OFF ICE, DEPARTMENTS OF STATE, ARMY,
NAVY, AIR FORCE, AND OTHER GOVERNMENTAL AGENCIES. CONTINUED LI-AISON 1S EXERCISED WITH BUDGETARY AND
FISCAL OFFICIALS IN OTHER AGENCIES TO INSURE THAT FINANCIAL PROCESSING MEETS SECURITY REQUIREMENTS.
FOR SECURITY REASONS SPECIAL PROCEDURES ARE EFFECTED IN ORDER 70 PERMIT DEVIATIONS FROM THE NORMAL
GOVERNMENTAL ROUTINE CHANNELS. THE OFFIiCE OF THE COMPTROLLER SUSTAINS CLOSE COORDINATION WITH THE
OFFICE OF GENERAL COUNSEL ON LEGAL ASPECTS OF BUDGET AND F1SCAL MATTERS.

pm———
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S—————
CENTRAL INTELLIGENCE AGENCY
DePUTY DIRECTOR (ADMINISTRATION)

OfrFice oF THE COMPTROLLER

TECHNICAL ACCOUNTING STAFF

FUNCTIONS: THE TECHNICAL ACCOUNTING STAFF DEVELOPS AND INSTALLS ACCOUNTING SYSTEMS AND

FINANCIAL REPGRTING METHODS AND PROCEDURES FOR ALL COMPONENTS OF THE AGENCY AND PROJECTS; MAKES
PERIODIC INSPECTIONS OF OVERT AND COVERT ACTIVITIES, BOTH DOMESTIC AND FOREIGN, FOR THE PURPOSE OF
COORDINATING FINANCIAL MATTERS AND INSTALLING ACCOUNTING SYSTEMS AND PROCEDURES AS REQUIRED

7O CONFORM WiTH AGENCY POLICY, AND ASSISTS OPERATING UNITS COF THE AGENCY IN THE FINANCIAL PHASE

OF PROJECT PLANNING.,

PrROGRAM ANALYSIS STAFF

FUNCTIONS: THE PROGRAM ANALYS1S STAFF DEVELOPS AND MAINTAINS EFFECTIVE PROGRAM AND
FINANCIAL ANALYSIS AND PREPARES AND DISTRIBUTES APPROPRIATELY ANALYTICAL REPORTS AND
STATEMENTS,.

qEp———
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CENTRAL INTELLIGENCE AGENCY
DepuTy DIRECTOR (ADMINISTRATION)

OrFFice oF THE COMPTROLLER

BuDGET DIVISION

FUNCTIONS: THis DIVISION IS RESPONSIBLE FOR ADMINISTERING THE BUDGETARY AFFAIRS OF THE AGENCY. IN
TH1S CONNECTION THE D1VISION ASSISTS OTHER OFFICIALS IN THE DEVELOPMENT OF LONG-RANGE BUDGE TARY
PROGRAMS AND PLANS; RENDERS ADVICE AND ASSISTANCE T0 ALL ORGANIZATIONAL COMPONENTS OF THE AGENCY

IN THE PREPARATION OF ANNUAL BUDGET ESTIMATES; ANALYZES AND CONSOLIDATES DATA RECEIVED FROM OTHER
OFFICES AND PREPARES THE ANNUAL BUDGET ESTIMATES FOR THE AGENCY AS A WHOLE; PARTICIPATES IN THE
ACQUISITION OF FUNDS FOR THE AGENCY; ADMINISTERS AND CONTROLS THE FUNDS ACQUIRED BY THE AGENCY THROUGH
A PLANNED BUDGET EXECUTIVE PROGRAM; PROVIDES BUDGETARY AND STATISTICAL DATA TO BE USED IN JUSTIFYING
THE ESTIMATES; ASSISTS THE COMPTROLLER IN REPRESENTING THE AGENCY BEFORE THE BUREAU OF THE BUDGET,
CONGRESS, AND OTHER AGENCIES AND DEPARTMENTS; AND ESTABLISHES AND SUPERVISES THE MAINTENANCE OF RECORDS
RELATING TO THE BUDGETARY ACTIVITIES OF THE AGENCY.

: ap——r—
Approved For Release 1999/09/21 : CIA-RDP80-01240A000200010001-9




Approved For Release 1999/09/2(1 : CIA-RDP80-01240A000200010001-9

omor—

CENTRAL INTELLIGENCE AGENCY

OFF ICE OF THE COMPTROLLER

FiscAL DivisIoN - FUNCTIONAL CHART

OFFICE OF THE CHIEF

SUPERVISES AND ADMINISTERS THE OVERT FISCAL
ACTIVITIES OF THE AGENCY.
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ACCOUNTING BrancH

PavRoLL BRANCH

CLAIMS BRANCH

TraveL BRANCH

Fi1scAL PROCESSING BRANCH

MAINTAINS GENERAL, ALLOTMENT
AWD SUBSIDIARY LEDGER
ACCOUNTSe

PREPARES FINANCIAL REPORTS.

REQUISITIONS AND DEPOSITS
FUNDS.

EFFECTS COLLECTIONS, ADJUST-
MENTS AND RECONCILIATIONS
OF FUNDS.

DEVELOPS AND REVISES ACCOUNTH
ING PROCEDURES AND METHODS.|

REVIEWS AND CODES OBLIGATION
DOCUMENTS

MAIMTAINS WORKING LEVEL
LIAISON WITH OTHER GOVERN-
MENT AGENCIES.

PREPARES, AUDITS AND CERTI-
FIES PAYROLLS FOR PAYMENT
IN CONNECTION WITH
DOMESTIC ACTIVITIES.

DISTRIBUTES SALARY PAYMENTS
TO PERSOHNEL OF DOMESTIC
ACTIVITIES.

POST AUDITS PAYROLLS AND
FOREIGN ALLOWANCE
VOUCHERS IN CONNECTION
WITH OVERSEAS AGTIVITIES.

MAINTAINS INDIVIDUAL EARN-
INGS RECORDS, LEAVE,
RETIREMENT, BOKND, AND TAX
ACCOUNTS.

{SSUES INDIVIDUAL TAX STATE-
MENTS.

RECONCILES RETIREMENT, BOND,
AND TAX DEDUCTIONS WITH
CiviL Service CoMM1SSION
AND TREASURY DEFARTMENT.

APPROVES FINAL CLEARANCE FOR
SEPARATING EMPLOYZES.

AUDI TS PURCHASE ORDERS, COH-
TRACTS AND BiLLS OF LADING
AND CERTIFIES VOUCHERS FOR
PAYMENT N CONNECTION WiTH
DOMESTIC VOUCHERED ACTIVi=-
TIES.

PoST AUDITS PAYMENTS MADE IN
CONNECTiON WITH OVERSEAS
VOUCHERED ACTIVITIES,

PRE~AUDI TS OBLIGATION DOCU-
MENTS.

AUDITS ADVANCE PAYHENTS TO
AND REIMBURSEMENT VOUCHERS
FROM OTHER GOVERNMENT
AGENCIES.

MAINTAINS MASTER REFERENCE
FILE OF LAWS AND REGULA-
TIONS AFFECTING FISCAL
OPERATIONS.

AUDITS AND CERTIFIES TRAVEL
AND TRANSPORTATION VOUCHERS
FOR PAYMENT OF DOMESTIC AND
FOREIGN VOUCHERED TRAVEL.

POST AUDITS TRAVEL AND TRANS-
PORTATION VOUCHERS OF OVER-
SEAS VOUCHERED ACTIVITIES.

PREPARES AND PROCESSES
REQUESTS FOR TRAVEL ADVANCES)
AND INDEMN!TY BONDS COVER-
ING SUCH ADVANCES.

ISSUES AND MAINTAINS CONTROL
OF U.5. GOVERNMENT
REQUESTS FOR TRANSPORTATION.

MAINTAINS CURRENT LISTING OF
ALL VOUCHERED PERSONNZL
HAY ING HOUSEHOLD EFFECTS
IN STORAGE AND ESTABLISHES
OBLIGATIONS FOR SUCH
STORAGE ON A MONTHLY BASIS.

RECEIVES, RECORDS AND PROC-
ESSES ALL DOCUMENTS,
REQUIRING ACTION BY THE
FiscaL Division.

PREPARES OR COMPLETES
VOUCHERS AS MECESSARY.

PREPARES SCHEDULES OF PAY-
MENTS.

MAINTAINS VENDER PAYMENTS
INDEX AND RECORDS OF
OBLIGATION AND LIQUIDATION
DOCUMENTS.

MAINTAINS OFFICIAL COPIES OF
VOUCHERS AND CORRESPOND-
ENCE.

PROVIDES ADMINISTRATIVE AID
T0 GAO AUDIT REPRESENTA-
TIVE.
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ymE———
CENTRAL INTELLIGENCE AGENCY
DepuTY DiIRECTOR (ADMINISTRATION]

OFfFiceE oF THE COMPTROLLER

FiscaL DivistoN

FUNCTIONS: THis DIVISION 1S RESPONSIBLE FOR PLANNING, COORDINATING, REVIEWING, ADMINISTERING,
DEVELOPING, AND MAINTAINING THE ACCOUNTING AND AUD!T CONTROL ©OF ALL VOUCHERED FUNDS AND THE REPORTING
‘CONTROL OF ALL VOUCHERED AND UNVOUCHERED FUNDS APPROPRIATED OR TRANSFERRED To CIA AND NSC. THE Division,
4N ADDITION TO MAINTAINING ACCOUNTING RECONCILIATION AND- APPROPRIATION REPORTING CONTROL OF ALt CIA anp NSC
FUNDS, MAINTAINS ALLOTMENT ACCOUNTING FOR ALL VOUCHERED ACTIVITIES, AUDITS ALL VOUCHERED FUNDS EXPENDITURES,
AND PREPARES ANO AUD}TS PAYROLLS FOR ALL VOUCHERED PERSONNEL, KEEPING RELATED INDIVIDUAL EMPLOYEE RECORDS
OF LEAVE; INCOME, DIFFERENTIALS, ALLOWANCES, RETIREMENT, TAXES AND BOND PURCHASES. |7 IS ALSO RESPONSIBLE
.-FOR EFFECYTING RECONCILIATIONS AND REPORTING ALL ‘RETIREMENT. AND TAX TRANSACTIONS, AND INTERPRETS AND APPLIES
" THE ‘PROVISIONS OF LAWS, REGULATIONS, AND AGENCY POLICIES RELATING TO THE ACCOUNTING FOR AND EXPENDITURE
OF VOUCHERED FUNDS: THE 'DIVISION PREPARES FINANCIAL REPORTS AND STATEMENTS AS REQUIRED, PERFORMS WORKING
S LIATSON WITH THE GENERAL ACCOUNTING OFFi1cE, TREASURY DEPARTMENT, DEPARTMENTS OF STATE AND DEFENSE, THE
CiviL SERvICE COMMISSION, AND OTHER AGENCIES ON MATTERS RELATING TO VOUCHERED FI1SCAL ACTIVITIES OF THE
AGENCY AND NSC; ARD“PREPENES INQUIRIES AND REPLIES REGARDING GENERAL ACCOUNTING @FF ICE QUESTIONS AND
EXCEPTIONS. IN ADDITION TO THE OFFICE OF THE CHIEF, THE F1SCAL DIVISION CONSISTS OF THE FOLLOWING SIX
BRANCHES: ACCOUNTING, PAYROLL, CLAIMS, TRAVEL, FI1SCAL PROCESSING, AND DISBURSING.

Spm——
Approved For Release 1999/09/21 : CIA-RDP80-01240A000200010001-9



Approved For Release 1999/09/21 : C?A-RDP80-01240A000200010001 -9

SECRET

FINANCE DIviSION - FUNCTIONAL CHART

OFFICE OF THE CHIEF

ASSISTS OPERATING DIVISIONS (N FINANCIAL PHASES OF PROJECT
PLANNING.
CONDUCTS NECESSARY INTER=AGENCY L1AISON ON MATTERS INVOLV=

Rec1sTRY UNIT

ING COVERT FINANCIAL SUPPORT.

DIRECTS TRAINING, ASSTGNMENT, AND ROTATION OF FOREIGN AND
DOMESTIC FINANCE EMPLOYEES.

DIRECTS INSPECTIONS OF- FOREIGN STATIONS FOR FINANCIAL AND
ADMINISTRATIVE REVIEW OF UNVOUCHERED FUNDS ACTIVITIES.

PERFORMS GENERAL SUPERVISION AND COORDINATION OF THE
ACTIVITIES OF THE FINANCE Division,

MATERTAL FOR THE DIVISION.
PERFORMS LOGGING, RECORDING:

MENTS WITHIN THE DIVISION.

MAINTAINS FILES AND CORRESPONDENCE RELATING
70 COVERT FINANCIAL ACTIVITIES.
RECEIVES AND DISPATCHES ALL MAIL AND POUCH

TIONS NECESSARY FOR PROPER CONTROL OF DOCU-

AND ROUTING FUNCH

r

ACCOUNTS BRANCH

OPERATIONS & L1AISON BRANCH

PAYROLL AND TRAVEL BRANCH

DEVISES AND MAINTAINS FINAN-
CIAL RECORDS AND ACCOUNTS
ON ALL COVERT FINANCIAL
SUPPORT.

PREPARES OYERALL PERIODIC
FINANCIAL REPORTS, BAL-
ANCE SHEETS AND STATE-
MENTS,

PREPARES FINANCIAL REPORTS
FOR ADMINISTRATIVE USE OF
OPERATING DIVISIONS.

Ass1sTs CERTIFYING AND L1AI-
son OFFICERS IN REVIEWING
MONTHLY REPORTS FROM

"W IELD STATIONS AND IN THE
jREPARATION OF ACCOUNTING
FINSTRUCTIONS FOR OVERSEAS
STATIONS.

MAINTAINS CLOSE WORKING LIAl-
SON Wi TH MONETARY BRANCH
AND OPERATIONS & LIAISON
BRANCH,

AUDITS AND CERTIFIES
VOUCHERS, ACCOUNTINGS AND
CLAIMS.

MAINTAINS CLOSE LIAISON WITH
OPERATING OFFICIALS ON
MATTERS INVOLVING COVERT
FINANCIAL SUPPORT.

ASSISTS AND ADYISES OFF1-
CIALS AND EMPLOYEES OF
COVERT ACTIVITIES RELATIVE
TO FINANCIAL PROCEDURES,
IMPLICATIONS AND PLANS IN
CONNESTION WITH CQVERT
PROJECTS AND OPERATIONS.

INITIATES, DEVELOPS AND
COORDINATES REGULATIONS,
INSTRUCTIONS AND CRITERIA
ON FINANCIAL SUPPORT
FUNCTIONS.

ASS15TS AND COORDINATES WITH
TAS AND OPERATING DIVI-
SIONS IN THE DEVELOPMENT
OF FINANCIAL GUIDES AND
STANDARDS FOR AFPLICATION
TO SUBSIDY AND PROPRIETARY
PROJECTS.

COORDINATES FINANCE TRAINING
PROGRAM FOR PERSONMEL WHO
WILL (N SOME DEGREE HANDLE
UNVOUCHERED FINANCE MATTERS,

MAINTAINS INDIVIDUAL PAY-
ROLL, LEAVE AND ALLOWANCE
FILES AND RECORDS ON ALL
EMPLOYEES PAID FROM
UNVOUCHERED FUNDS.

AUDITS TIME AND ATTENDANCE
REPORTS FROM OPERATING
UNITS.

PREPARES PAYROLLS AND
DISTRIBUTES CHECKS.

POS7S AND RECONCILES PAY-
MENTS OF SALARY AND
ALLOWANCES MADE AT
FOREIGN STATIONS.

MAINTAINS TAX AND RETIREMENT
ACCOUNTS.

PREPARES PERIODIC REPORTS
AND BALANCE SHEETS.

AUDITS AND CERTIFIES TRAVEL
VOUCHERS FOR BOTHCIVILIAN
AND MILITARY PERSONNEL.

25X1A8a

SECRET

MONETARY BRANCH

THDUSTRIAL

CoNTRACT AuDIT BRANCH

COLLECTS AND ANALYZES FOREIGN

DiSSEMINATES FOREIGN EXCHANGE

CONDUCTS SUCH OPERATIONS IN

MAINTAINS NECESSARY INTERNAL

SUPERVISES AND CONTROLS DIS-

EXCHANGE AND MONETARY
INFORMAT i O«

AND MONETARY INFORMATION
70 OVERSEAS STATIONS AND
OPERATING DIVISIONS.

FOREIGN EXCHANGE AS ARE
NECESSARY TO SUPPORT COVERT
FINANCIAL ACTIVITIES.

AND EXTERMAL L1AISON TO
ACCOMPLISH REQUIRED
OPERATIONS.

BURSEMENTS AND MAINTENANCE
OF APPROPRIATE BANK

ACCOUNTS AND CURRENCIES TO
SUPPORT COVERT OPERATIONS.

CONDUCTS AUDITS AND EXAMINA=

TIONS AND REMDERS REPORTS
IN CONNECTION WITH NEGOTi-
ATION AND SETTLEMENT OF
COST=TYPE PROCUREMENT
CONTRACTS.

MAINTAINS LIAISON AND

COORDINATES WiTH LOGISTICS
OFFICE IN MATTERS PERTAIN=~
ING TO THE REGOTIATION AND
SETTLEMENT OF PROCUREMENT
CONTRACTS.

RECOMMENDS CHANGES AND

JMPROVEMENTS 1IN FINANCEAL
PROGEDURES PERTAINING TO
CONTRACT NEGOTIATION AND
SETTLEMENT.

PREPARES CORRESPONDENCE, OR

INITIATES GTHER ACTION AS
NECESSARY TO RESOLVE QUES~
TIONS OF ACCOUNTING POLICY,
PROCEDURES OR DETERMINA-
TIONS AS THEY PERTAIN TO
CONTRACT NEGOTITION AND
SETTLEMENT.

PERFORMS INTERNAL AUDIT OF

OPERATIONS OF THE FINANCE
Div1SiON TC ASSURE CONTROL
AND SAFEGUARDING OF AGENCY
FUNDS.

Approved For Release 1999/09/21 : CIA-RDP80-01240A000200010001-9




w) : Approved For Release 1999/09/21 : CI’-RDP80-01240A000200010001-9

SECRET
CENTRAL INTELLIGENCE AGENCY
DEPUTY DIRECTOR (ADMINISTRATI oN)

OFFICE OF THE COMPTROLLER

FiINANCE Division

FUNCTIONS: THis Division ADMINISTERS THE UNVOUCHERED FUNDS PROGRAM' OF THE AGENCY IN

CONFORMANCE W(TH THE POLICIES AND REGULATIONS ESTABLISHED BY THE DIRECTOR; MAINTAINS APPROPRIATE
ACCOUNTS AND RECORDS PERTAINING TO THE SAFEKEEPING AND- DI SBURSEMENT OF UNVOUCHERED FUNDS; DIRECTS THE
ACTIVITIES OF AGENT CASHIERS AND CONFIDENTIAL FUNDS OFFICERS. WITHIN AND WITHOUT THE UNITED STATES;
DEVISES AND ADMINISTERS UNIFORM STANDARDS FOR THE AUDIT, CERTIFICATION, AND PAYMENT OF OFFICIAL
EXPENSES IN SUCH MANNER AS TO INSURE OPERAT!ONAL SECURITY; PREPARES PERIODIC AND SPECIAL FINANCIAL
REPORTS AND STATEMENTS AS REQUIRED; MAINTAINS WORKING LIAISON WiTH OTHER GOVERNMENT AGENCIES IN CON-
NECTION WITH COVERT AGENCY OPERATIONS CONDUGTED JOINTLY WITH SUCH AGENCIES; CONDUCTS SUCH FOREIGN
EXCHANGE OPERATIONS AS ARE NECESSARY TO SUPPORT OVERSEAS OPERATIONS OF THE AGENCY; PERFORMS A CONTIN-
UOUS AUDIT OF DISBURSEMENTS AND ACCOUNTS RELATING TO DOMESTIC AND OVERSEAS ACTIVITIES; MAINTAINS
CLOSE LIAISON WITH OPERATING UNITS OF THE AGENCY TO PROVIDE EFFICIENT AND SECURE SOLUTION TO
FINANCIAL PROBLEMS PERTAINING TO COVERT AND CONFIDENTIAL ACTIVITIES; AND CONDUCTS A TRAINING PROGRAM
IN SPECIALIZED COVERT FINANCIAL PROCEDURES FOR EMPLOYEES GOING OVERSEAS. [N ADDITION TO THE OFFICE

OF THE CHIEF, THE FINANCE Divisio TS OF SIX BRANCHES: ACCOUNTS, OPERATIONS AND Liaison,
PavroLL anp TRAVEL,ﬂ MONETARY, AND INDUSTRIAL CONTRACT AUDIT BRANCHES,

25X9A2

SECRET
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CENTRAL INTELLIGENCE AGENCY
OFFICE OF THE COMPTROLLER

MACHINE RECORDS DIVISION = FUNCTIONAL CHART

OFFICcE OF THE CHIEF

SUPERVISES AND ADMINISTERS THE TABULATING MACHINE TECHNIQUES
IN THE KEEPING OF ADMINISTRATIVE RECORDS FOR THE AGENCY.

PUNCHING AND VERIFYING
BRANCH

PROCUREMENT ACCOUNTING
BrANCH

ALLOTMENT AND OBLIGATION
BRANCH

SPectAL PROJECTS BRANCH

PERSONNEL BRANCH

VOucCHERED PAYROLL BRANCH

UnvoucHERED PAYROLL BRANCH

TRANSCRIBES ALL DATA
RECEIVED FOR PROCESSING
B8Y THE DIvISION INTO
PUNCHED TABULATING
MACHINE CARDS,

)

PREPARES FINANCIAL AND
STOGK ACCOUNTING REPORTS
COVERING PROPERTY ON
HAND, IN USE, IN TRANSIT
ANC ON LOAN.

PRODUCES FINANCIAL REPORTS
AND STATEMENTS INYOLVING
E£XPEND | TURES, ACCOUNTS
PAYABLE, ADVANCES, COSTS,
AND MISCELLANEOUS
RECEIPTS.

L OMPILES RECURRING AND
SPECIAL REPORTS FOR
VARIOUS ADMINISTRATIVE
AND OPERATIONAL ELEMENTS
FROM SUBJECT MATTER NOT
SPECIFICALLY RELATED TO
FILES OF OTHER BRANCHES
OF THE DIViSiON.

PREPARES REGULARLY
SCHEDULED PERSONNEZL AND
CAREER SERVICE BOARD
REPORTS FOR THE AGENCY.

MAINTAINS THE NORMAL PAY
FILE; COMPUTES ADDI~
TEONAL COMPENSATION FOR
OVERTIME, NIGHT DIF-
FERENTIAL, AND HOLIDAY
WORK; AND PREPARES PAY-
ROLLS AND CHECKS FOR
EMPLOYEES PAID FROM
VOUCHERED FUNDS.

PRODUCES PAYROLLS AND
CHECKS FOR EMPLOYEES
PAID FROM UNVOUCHERED
FUNDS, PRE=-PRINTED PAY-
ROLL CHANGE SLIPS, AND
W1 THHOLDING TAX
STATEMENTS.

Approved For Release 1999/09/21 : CIA-RDP80-01240A000200010001-9




) Approved For Release 1999/09/21 : C’)A-RDP80-01240A000200010001 -9

g
CENTRAL INTELLIGENCE AGENCY

DePuTY DIRECTOR {ADMINISTRATION)

MAcCHINE ReEcorDS Division

FUNCTIONS: THE MACHINE RECORDS DIVISION IS RESPONSIBLE FOR THE DEVELOPMENT AND APPLICATION OF

MACHINE TECHNIQUES IN THE KEEPING OF RECORDS, PRIMARILY IN THE ADMINISTRATIVE FIELD, LOOKING
EFFECTING DOLLAR ECONOMIES AND INCREASED
S 'MAY BE REQUIRED FOR

TABULATING
TOWARD THE ELIMINATION OF MANUAL METHODS WHEREVER POSSIBLE,
EFFICIENCIES, AND PERMITTING THE PRODUCTION OF SUCH REPORTS AND INFORMATION A
GOOD ADMINISTRATIVE MANAGEMENT, FOR AUDITING, AND FUTURE PLANNING PURPOSES. [N ADDITION TO THE
OFFICE OF THE CHIEF, THE MACHINE RECORDS DIVISION CONSISTS OF SEVEN BRANCHES: PUNCHING AND VERIFYING,
PROCUREMENT ACCOUNTING, ALLOTMENT AND OBLIGATION, SPECIAL PROJECTS, PERSONNEL, VOUCHERED PAYROLL

AND UNVOUCHERED PAYROLL,.
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